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The purpose of this document is to provide an overview of the Public Transit Team’s online application, 

hereon referred to as PTT Online. The logon screen for this secure application can be accessed via a web 

browser at the following URL https://www.udot.utah.gov/public/ptt. 

 The PTT Online provides two main functions.  First it will allow agencies to submit an application 

online for FTA Section 5310, 5311, 5316, and 5317 funding.  Once an agency has been granted funding, 

PTT Online will allow the agency to fulfill regulatory reporting requirements online. 

Navigating within PTT Online 
 

In order for an agency to access PTT Online, they will be given a distinct user name and password that 

will be used to logon to the application. The above URL will present a logon page where the username 

and password are entered.  Once logged on the user will see their agency home page, seen below. 

 

In the upper right hand corner there are a few navigational icons that will be there on every page of the 

application. The Home icon will return you to this main page. 

 

The Help icon will provide context sensitive help on some pages.  The Logout icon will log you out of the 

application and return you to the initial logon screen. The Printer Friendly icon only shows on report 

pages and provides a page more suitable for printing. 

https://www.udot.utah.gov/public/ptt
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The tabs at the top of the page will be available on almost every page.  They navigate you to the main 

areas of PTT Online. 

 

There are two levels of tabs, the top level and the subordinate tabs.  The top level tabs, Home, Agency 

Details, Agency Reporting, Contracts/Invoices and Documents will always be displayed if the user has 

permissions, and the subordinate tabs will change dependent on the current main tab.  In the 

illustration above the Home tab is the current tab and its subordinate tabs are Home, Change Password 

and My Info. The Agency Reporting main tab has the largest number of subordinate tabs. 

Throughout the application you will also see text which is an active link to 

 

another page.  In the illustration above, the text “Click here for Quarterly Reporting” will navigate you to 

the page where you would submit the quarterly report. 

On data entry pages, text entry fields have a label.  If the label is an active link, clicking on the link will 

popup a context sensitive help page for that particular item. 

 

The illustration above shows that the Description label is an active link that will display help for the 

Description field. 
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PTT Online Home Page 
 

The home page provides you a quick overview of your agency’s reporting requirements. 

 

 

Each region addresses a different area of your reporting requirements.  They provide status as to the 

current reporting requirement (i.e. due, past due, submitted on time, submitted late.)  These regions 

will also provide quick navigation links to help you meet these reporting requirements.  
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Agency Details 
 

The agency details tab provides you with the ability to maintain certain information about your agency. 

 

 

The agency addresses allows you to enter multiple addresses, like your main location, a mailing address, 

or perhaps a satellite location.  To create a new address click the Create New Address button in the 

Agency Addresses section at the bottom of the page. This will navigate to a page where you can add an 

additional address for your agency. When you edit information about your vehicles you will be able 

to specify at which one of these addresses the vehicle is located.
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Agency Vehicles 

Clicking on the Agency Vehicles subordinate tab under the Agency Details tab will take you to a report 

about your agency’s vehicles. This will list all of the vehicles that the Public Transit Team has information 

about. Vehicles for which UDOT still holds a lien are highlighted in pink.  These are the vehicles you will 

be required to do reports for. 

 

Initially it will not be necessary to enter any information about other vehicles that your agency has that 

are not already contained in this report.  However, if in the future you want to submit an application for 

more funding, it will be necessary to have information about every vehicle in your fleet. 

You may edit certain pieces of information about your vehicles by clicking on edit icon in the far left 

column.  This will navigate you to the vehicle edit page, pictured below. 
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Most of the information is self explanatory, but there are a couple of items that need some explanation.  

The Bus Name field allows you to enter the designation for the vehicle that you are used to using.  This 

could be a bus number or a vehicle name, whatever you would like to use.   It is initialized to the last 

four digits of the VIN.  The Bus Name will appear in select lists and on reports so you can recognize the 

vehicle. 

The Mileage and Mileage Date fields will only be editable when they have no value. You need to 

populate these fields with values for the date that you start recording vehicle usage information, this is 

the first step you must take in order to start tracking vehicle usage. You will NOT be able to enter vehicle 

usage information until these values have been provided on this page.  For instance if you want to start 

tracking vehicle usage starting on 1 October, enter the vehicles mileage at the start of that day and the 

date. Once you start tracking vehicle usage these two fields will always display the latest mileage 

information entered in the vehicle usage. 

The Vehicle Location field allows you to specify where the vehicle is located.  If you only have one 

location this list of values will only contain “Agency Location”.  If you have more than one location this 

list will include the other locations that you entered through the Create New Address button as 

explained in the Agency Details section above.  
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Vehicle Usage Reporting 
 

Agencies with vehicles purchased with 5310, 5316, or 5317 grant funds will be required to enter weekly 

vehicle usage data.  This data will be used by PTT Online to create part of the required quarterly report.  

This information is entered through the usage form which is found by clicking on the Weekly Entry Form 

subordinate tab under the Agency Reporting main tab. 

 

To enter usage information on this page, select a vehicle from the list for the Vehicle field, doing so will 

refresh the page and populate the Last Date Recorded field. It will also populate every cell in the 

Starting Mileage column. If the Starting Mileage is not populated then you must initialize this value 

before entering usage information. This was described in the Agency Vehicles section above.  You will 

never be allowed to change the value in the Starting Mileage field, it will always be set by the value in 

the Ending Mileage column, so you must enter usage information chronologically. 
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All mileage must be recorded, so the starting mileage will always be populated for you.  

To enter vehicle activity for the day, enter the number of hours in the Hours in Service field. If you 

desire you can track fractions of hours by entering a decimal number like 5.25 or 0.75. Use your tab 

button to move to the next field.  Tab will take you to the Ending Mileage field where you enter your 

ending mileage.  Only use whole numbers for mileage, it is not necessary to enter fractions of miles.   

Once you tab out of the Ending Mileage field the application will calculate the Miles for the day and 

verify that the result is positive and that the miles driven in the hours entered is a reasonable amount.  

This will help to keep you from making data entry errors. The next four fields will be the fields for 

entering counts for the number of one way passenger trips for the day. A one way trip is counted every 

time a passenger boards the bus. The categories for your passenger trips are: 

Elderly 60+ 

Disabled under 60 

Low Income 

Others 

Use the Comments field if you have miles in a day, but no passenger trips.  For example if one day the 

bus was only driven to have service done on the vehicle and it was not used for any passenger trips, you 

would enter a comment stating such.  Also use the Comments field if you have an entry in the Others 

passenger trip count field, in this case you must comment on why the passengers were allowed to ride, 

for instance if an attendant accompanied an elderly passenger you would record then under the Others 

trips and note that they where an attendant in the Comments field. 

Once you have entered all of the activity for the week, you can press the Save button which will save the 

information that you entered and keep you on the same page so you can select a different vehicle or 

select a different week.  You can enter data for a partial week and return later to the same week for the 

same vehicle to finish entering data for days beyond the days entered earlier.  If you press the Save and 

Return button, it will save the information you have entered and return you to the Vehicle Usage 

Calendar.  If you press the Return without Saving button it will also return you to the Vehicle Usage 

Calendar, but without saving any of the changes that you made. 

Viewing Vehicle Usage 
You can view your vehicle usage data by two methods; a calendar and a report. Click on the Vehicle 

Usage sub-tab under the Agency Reports main tab to view a menu. Click on either the calendar or 

report option. 
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The calendar view will give you a view of a single vehicle’s usage for a given month.  Use the 

Previous and Next buttons to move to the previous and next months. 
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The report view provides a more flexible method to view vehicle usage. You can specify a Start Date and 

an End Date for the report by using the popup calendar button or you can type the date in directly in 

either the DD-MON-YY, MM/DD/YYYY, or MM/DD/YY date format.  The NO option for the Include All 

Vehicles results in a report on only the vehicles that still have a lien, while the YES option will include all 

defined vehicles for your agency. 

 

 

 

The top report is a summary by vehicle for the specified date range, while the second report is a day by 

day report for each vehicle for the specified date range. 
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Surveillance Inspections 
 

Surveillance Inspections must be done on every vehicle twice a year. You are probably familiar with the 

paper version which looks similar to the following image.  

 

The above image is a page in the PTT Online that you can print to utilize during the actual inspection.  To 

enter the results into PTT Online and submit the report click on the Surveillance Inspection subordinate 

tab under the Agency Reporting main tab. This will navigate you to a page where you can view 

previously submitted reports and start the process of entering a new report by pressing the Create New 

Report button.   
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New reports can also be started from your home page.  The home page will list the status of all of the 

current surveillance reports.  If they have already been submitted you will be able to view the report or 

if you started on a report but did not complete the report you will be able to continue the report from 

the home page or if you have yet to start the report you can do so from the home page. 

If you start the report from the home page the reporting period and the vehicle will be selected for you.  

If you start the process from the Create New Report button, you will first have to select a Report Date 

from a list of values, and then you will have to select a Vehicle from a list of values.  Either way you start 

the process you will end up on a page that looks like the following. 

 

 

At this point you could press the Cancel button and nothing will be saved.  Notice the “click here” link 

that will navigate you to an inspection form like the one shown on the previous page that you may print 

to help with the actual inspection. 

Notice the Inspection Progress region on the right hand side of the page.  This will keep track of your 

progress as you move through the process of entering the inspection results.  Once you have filled in all 

the information on each page press the Next> button. 

 



14 
 

After the first page, most of the remaining pages will look like the one below. For each inspection item 

select the appropriate radio button corresponding to Pass, Fail or NA (not applicable).  If an item failed 

enter the date that the item was fixed.  

 

 

The next to the last page contains a comment box where the inspector can enter notes if they desire.  

The final page allows you to preview the report prior to submitting it. Only the Agency Administrator 

user has the permissions to submit the report. 

 



15 
 

Preventive Maintenance Tracking 
 

You must report Preventive Maintenance (PM) for all vehicles that still have a lien on them.  You can 

track PM for other vehicles if you wish.  The Vehicle select list will contain only the vehicles with liens 

when you select NO for the Include All Vehicles radio group.  

If you perform PM based on UDOTs policies, you will be required to perform PM every 5000 miles.  If 

you have been approved to follow an alternate plan, your mileage interval will be based on that custom 

plan. 

 

 

 

The first time you record PM for a vehicle you will see a page similar to the one above.  Select the due 

mileage for the most recent PM done on the selected vehicle in the Last PM Due Mileage field.  If you 

are doing a custom PM schedule this field will be a open field where you can manually enter the mileage 

point where PM was due. Enter the Actual Miles and the Date Performed when for when the preventive 

maintenance was actually performed. 
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After you have started recording PM for a vehicle you will see an entry screen similar to the one below. 

If you are following the UDOTs PM schedule the PM mileage due will be listed on the next 5,000 mile 

interval.  Simply record the Actual Miles and Actual Date Performed for the day the PM service is 

performed. 

 

                                        

 

If you are following a custom PM schedule the Next PM Due will be equal to the actual mileage your last 

PM was performed plus the interval on which you perform PM. 

 

                                        

 

It is important to perform PM as close to the scheduled mileage as possible. Your consistency in 

accurately performing on schedule PM will be a measurement used in evaluating your agency when you 

apply for further funding. 
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Agency Quarterly Report Submission 
As with previous quarterly reports, agencies will be notified on their home page about upcoming 

quarterly reporting requirements. The notification will include a link to the reporting page as seen 

below, or they can navigate there via the Quarterly Reporting sub tab under the Agency Reports main 

tab. 

 

The Quarterly Reporting main page is a report of Previous Quarterly reports either started or submitted. 

If your agency has not started the current quarters report you do so by clicking on the Start a new 

Quarters Report button. If you have started a report but have yet to submit the report, you can 

continue by clicking on the Edit button in the report. 

 

When the you start a new report the first step will be to select the quarter for the report. The only 

options available will be past reports not submitted in the past year and the current reporting period. 
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While you can start a quarterly report during the reporting period, you will be unable to submit the 

report until after the end of the reporting period. For example in October 2010 you could start on the 4-

2010 quarterly report, but you will not be able to submit the report until 1 January 2011, the day after 

the end date for the reporting period 1-Oct-10 to 31-Dec-10. 

After selecting a new quarter or after clicking on the Edit button for an existing but unsubmitted report 

you will first see the following instructions page. 

 

The next page is the overall report status page.  It displays every section that is applicable to your 

agency.  Nothing is editable on this page, it only serves as an overview and provides navigation to the 

pages where actual changes will be made. 

The first section you will see is the date section.  This provides the dates for the report. Also included in 

this section will be a Return to Report Page button and if applicable a Submit Report button. 

 

The submit button is only shown when the report has been completed, the current date is past the 

report end date and the current user is an Agency Administrator user which is the only user authorized 

to submit the report. 
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Return Notes 
The next section you will see is the Notes from the Public Transit Team section if the report has been 

returned for corrections.  This section will only show up if the report has been submitted, subsequently 

reviewed and then returned to the agency for corrections.   

 

All of the remaining report regions contain individual reporting requirements.  The status of each 

requirement is displayed with an icon 

  Means the requirement has not been met 

 Means the requirement has been met 

The report’s submit button will not be displayed until ALL reporting requirements have been met. 

Required Invoices 
The next section is the Required Invoices section. This section will only be shown if your agency has a 

current contract that has a contract line item whose Fund type is either Operating or Project 

Administration.   

 

No direct action for required invoices can be taken from the quarterly report submission page.  The user 

is directed to use the Contracts / Invoices main tab to submit invoices. If the agency has multiple 

contracts, say two contracts each having an Operating line item, submitting an invoice against one of the 

contracts will satisfy the reporting requirement for both, since they are both Operating. 
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Vehicle Utilization 
The next section is vehicle utilization.  This section is the content of the previous 5310 quarterly reports.  

This section will only appear if your agency has a current section 5310, 5316, or 5317 vehicle that is not 

a support vehicle and does not have a lien release date. There is a slightly different region for 5311, 

description to follow this one. 

 

All of the vehicle usage data is calculated by the daily vehicle usage entries.  In order to eliminate 

reports being submitted prior to all of the usage data being recorded warnings icons will be displayed 

next to each vehicle that does not have any reporting for the last 10 days of the reporting period.  This 

will not stop you from submitting the report, but it does bring it to your attention. 

To edit the three pieces that require user input, click on the Edit Vehicle Utilization button. This will 

navigate you to the input/edit form. The only required piece of information is the Operating costs. 
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Agencies with section 5311 vehicles will see a different Vehicle Utilization section. 

  

All of the agencies active 5311 vehicles will be listed.  You will have to provide the total mileage on the 

vehicle for the entire life of the vehicle and the miles each vehicle was driven during the quarter.  To edit 

the data for all of the vehicles, click on the Edit Vehicle Utilization button. This will navigate you to the 

input/edit form.  
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Milestone Reporting 
The next region shown will be the Milestones region. This region will only display your agency is 

required to report on contract milestones, otherwise you will not see this section. 

 

As you can see by the example above that the Milestones are grouped by contract and listed by contract 

line items. Each contract line item will have the indicator icon showing the status of the milestone 

reporting for that line item.  Additionally each will have an Edit Contract Line Milestones button that 

will navigate you to the page where you can enter your response. 
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As seen in the example above, when an estimated completion date has passed, a comment will be 

displayed and you will be required to enter a new estimated completion date or an actual completion 

date. Regardless of the dates you will be required to provide a narrative for at least one of the 

milestones. Additional guidance will be seen on the right side of the page to provide assistance for the 

content of the narrative. 
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When the source for a contract line is a considered for construction, additional instructions will be 

provided for narrative content. 

 

As seen in the illustration below, any previously completed milestones will be listed with their 

completion date, but they will not be editable.  In this example the RFP/IFB Issued milestone had been 

reported as completed in a previous quarterly report. 

 

 

Performance Measure Reporting 
The final section that you may see is the Performance Measures region.  This region will only be 

displayed if your agency is required to report Performance Measures for an active contract. Like the 

Milestones, Performance Measures are grouped by contract and listed by contract line item.  Each 

contract line item will have the indicator icon showing the status of the Performance Measure reporting 

for that line item.  Additionally each will have an Edit Contract Line Measures button that will navigate 

you to the page where you can enter your response. 
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The edit page for the performance measure displays the prompt for each measure providing a small 

field for numeric measures and a text box for narrative measure types. If help text was defined for the 

performance measure, a help icon will be present allowing the user to click on it for a popup with the 

additional instructions. 

 

The user will be required to provide a response to each individual Performance Measure. 
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Agency Contracts and Online Invoicing 
 

All agencies enter into contracts with PTT which govern the implementation of the FTA funding 

programs.   The Contract / Invoices main tab is visible to Agency Administrator and Agency Program 

Manager user types.  This tab gives the user access to see details about their contracts and invoices 

against those contracts. 

Contracts 
 

 

 

 

The Contracts sub-tab under the Contracts / Invoices main tab shows a report of all of the agency 

contracts.  This report provides the contract number, contract date, contract close date, total amount, 

federal share, local share and whether the agency is allowed to submit online invoices for the contract. 

To see details about the contract lines click on the flashlight icon on the left of the line for which you 

want to see the details.  

The Contract Detail page will show you each contract line item and the amounts for that line item as 

shown in the illustration below. 
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Invoices 
 

The Invoice sub-tab under the Contracts / Invoices main tab will display a report of all of your agency’s 

invoices, whether they were submitted online or manually submitted and entered by the PT Team. 
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To submit an invoice online click on the Submit a New Invoice button, as seen in the illustration above, 

to start the process.  If you do not see the button then you have not been authorized to submit invoices 

online.  If this is the case and you would like to be able to submit invoice online talk to your PTT program 

manager. 

 

The invoice date will automatically be populated with the current date, if you want another date enter 

the date by using the calendar icon next to the invoice date field or by typing the date into the field in 

either the DD/MM/YY or DD-MON-YY date format. 

Adding Invoice Lines 
The next step will be to add one or more line items to the invoice.  Do this by clicking on the Add Line 

Item button which will navigate you to the Add Invoice Line page as seen below. 

 

The first step is to select which contract you will be submitting the invoice against.  This is done with the 

Contract select list field.  Click on the small down arrow on the right side of the field to see a list of your 
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active contracts.  Once you select a contract the Contract Line Item select list will be populated with the 

available contract lines from the selected contract.  Again use the small arrow on the right side of the 

Contract Line Item field to select the appropriate line.  Once you select a line item the Federal and the 

Local Percentages will be populated.  

 

If the line item is one that must be offset by revenues, the Gross Expenses and Revenue input fields will 

appear as seen below.  For these type line items, enter the Gross Expenses and Revenue in WHOLE 

dollar amounts. Once entered the Total Amount, Federal Share and Local Share will automatically be 

calculated. 

 

For all other lines enter the Total Amount and the Federal Share and Local Share will be calculated 

automatically. 
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You can enter a comment for the line if you desire.  Note that you will be able to attach supporting 

documentation (such as a budget or pay receipts) in the next step.  Click on the Create button when you 

are satisfied with your entries. 

Add additional line items by clicking on the Add Line Item button. You can also go back and make 

changes or delete a line item off the invoice by clicking on the edit button for that line item. 

 

Supporting Documentation 
Your contract may require you to submit supporting documentation with our invoices.  You can add any 

number of files to a single invoice. The documents should be either MS Word, MS Excel or PDF file 

formats.  Check with the PTT program manager if you have a file of another type to see if it can be 

accepted. 

To attach a file click on the Browse button and select a file from your computer.  Provide a short 

description in the File Description field and then click on the Add File button.  The files that you add 

show up under the Existing Invoice Files list.  You can delete an existing file by checking the box next to 

it and clicking on the Delete Selected Files button. 
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If you start an invoice but are not ready to submit the invoice you can click on the Save Invoice but NOT 

Submit button, then you will be able to return latter to do more work on the invoice prior to submitting 

the invoice. 

Submitting the Invoice 

 

If you want to totally delete the invoice including all lines and all attached files you can click on the 

Delete button.  When you are satisfied with the invoice and want to submit the invoice to PTT for 

payment click on the Submit Invoice button.  Once you submit an invoice you will not be able to make 

any changes to the invoice.   

Once the PT Team reviews your invoice they may return it to you for corrections or additions of 

supporting documentation. 
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Agency Required Documents Procedures 
 

If an agencies current contracts require the agency to maintain certain document the Agency 

Administrators and Agency Program manager user types will see a new report region on their home 

page. 

 

This region will indicate if there are any documents that require their attention.  Certain documents may 

be required to be reviewed / submitted on an annual basis.  The report will show the name of the 

document and the date by which the document should be submitted.  

If the document is late or has been returned for corrections, it will be noted and an alert icon will be 

displayed to draw your attention to the issue. 

 

 

 

To manage your documents you can click on the link at the bottom of the report to navigate to the 

Required Documents Due page. You can also navigate to this page by clicking on the new Documents 

main tab.  Note, this tab is not visible to data entry user types. 
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Required Documents Due 

 

 

The report on this page will list all of the documents that are due and the action you must take.  

Depending on the document type and whether you have made any changes you will need to either. 

 Submit a new document 

 Certify that the previously submitted document is still current 

To take the required action click on the icon on the left hand side next to the document name. This will 

navigate you to a page where you can select a file off of your computer to submit.   

If a document was returned to your for corrections the user that submitted the document will receive an 

email indicating the document was returned.  The email will contain the reason for return which is also 

shown on this report for returned documents. 

If you must submit a new document the page will look similar to the illustration below. 

 

A description of the document is provided.  You may also be able to find more details about the 

document in the PTT Policy and Procedures Manual.  To submit your document, select the file from your 

local computer or a network drive by clicking the Browse button.  Then click the Save Changes button. 
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If you previously submitted the document and you are allowed to certify that it is still current the page 

will look similar to the illustration below 

 

A link to your last submitted document is included at the bottom of the page.  This allows you to 

download the document and review it to make sure it is still current.  If the last document is still current 

all you need to do is check the box to Certify Previous Document as Current and then click on the Save 

Changes button. 

If the previously submitted document is not current then select the new file from your local computer or 

a network drive by clicking the Browse button.  Then click the Save Changes button. 

If a document was returned to you for corrections the page will look similar to the illustration below. 

 

 The reason the document was returned is displayed and a link is provided so you can save the file that 

you previously submitted.  Once you have made the necessary corrections, select the new file from your 

local computer or a network drive by clicking the Browse button.  Then click the Save Changes button. 
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Submitted Required Documents 
Another tab under the Documents main tab is the Submitted Required Documents tab, which will take 

you to a page where you can see a report of all of your previously submitted required documents.  From 

the report you will be able to save/view any of the documents. 

 

 

 

All Documents 
The page under the All Documents sub-tab under the Documents main tab will allow agency users to 

view all documents associated with their agency.  This would include documents from contracts, 

applications, inspections and more.  This page is currently under construction, but look for it soon. 

 


